< (“icovERN

Complaint & Quality Management

IT is_ a_bout
:Cltizens.

Government Solutions. From HCL.

IGOVERN™ CQM- State of Maine Implementation

Deliverable Name: User Documentation Version 1.0

Date: 06-21-2012




Table of Contents

Lo INETOTUCTION. ...ttt ettt bbb e bt b e bbbt nae e 3
R e U] 0 1o PSRRI 3
1.2 CONVENTIONS....eiitiiiteiietei ettt b ettt s et et b et b et b et b e bt st b b e bt et b ettt en e 3

2. Problem Reporting INSIIUCTIONS .....c..ccueiriiirerteieteiete ettt 5

3. SYSIEIM FRALUIES ...ttt e e s bt s b e st e b sbe e e e bt sae et e sneeanes 6
3.1 ANNUAI REPOI FlE ..ottt sttt nren 6

3.1.1 REVISE ANNUAI REPOM.......ccieiieeeiceeeese ettt sre e e be s e etesreennas 6
3.1.2  SUbMIit ANNUAI REPOI......c.eieeeieeceeeee ettt ettt et st e e s raeaesreennens 9
3.1.3  View/Search AnNUAl REPOI.........ccvoiiiieeeiceeesee et s s 14
3.2 CAD SYSIBIM ...ttt ettt st s he bbbt sttt b e b et bt sae et b eanen 16
3.2 1 CAD CASE FllING .evitiiiieieieieeeees ettt sttt 16
3.3 CASE FllB ettt ettt b et 25
B.BiL CASE FIES .t 25
3.3.2  Submit NEW Case OF FiliNG ....ccoouieeeiicieeiecieeete ettt 36
3.3.3  VIBWISBAICI ..ttt 49
3.4 COMMENE ON CASE ..ottt ettt b e st s bt et e st e ebe e bt saeeeeaneeanes 51
3.5 Data REQUESIS/RESPONSES ......coviieeieierieeieitettete st estesteeseessesteesessesssessesseessessesssessesssessessesnses 53
35.1 Create/Save/Submit QUESTIONS........c.iiiiieeceecee ettt re e sae v ens 53
3.5.2  Create/Save/SUbmIit RESPONSES........ccviiiitieieecteee ettt st st a b sre s 58
3.5.3  VIEW/SEAICN DRS ..ottt 60
T T |V = T T= Vo [T o Y0 ] (= SRS 61
3.6.1  Add NEW FAVOITES .....c.eiueiriiiiiiiieecctct ettt 62
3.6.2 UPAALE FAVOIEES ..eeeeeiicieeiesieetee ettt sttt e s e e sre et e aessaessesseensesresneans 64
3.6.3  Delete FAVOILES.....c.eoueuiieirieeieeee ettt 65
3.7 Manage SUDSCIPLON ......cociiieeeeeee ettt ettt sttt et esaesaeeeesneeneas 65
3.7.1 Add New Case SUDSCIPLION .......coiirieieiereeeie ettt sttt et s 67
3.7.2 Update New Case SUDSCHPLIONS .....cccvciecerieieiceeterte ettt see e e s s ennens 68
3.7.3 Unsubscribe from NEW CaSES........ccccevriiiiniiiniiinicerietietret sttt 68
3.7.4  Add Case Notification List SUDSCHPLION.........cccoeievieiieieecee e, 69
3.75 Update Case Notification LiSt SUDSCHPLION ......ccoeeiiiiieeiieee e 70

Page 2 of 91



User Documentation

3.7.6  Unsubscribe from Case NOtIfiCation LiSt.........c.cccveoirenirenininiireiicireeneeseeeee 70
3.8 PrOJECH/REPOIM FIlES ..ottt sttt et e s teesa e besaeentesreennas 70
3.8.1  SUDMIt PrOJECH/REPOI......cviteeieieeteeeete ettt st s reebe s re e besrnenes 71
3.8.2  Supplement ProjECt/REPOI.......ccooiiiriieieieieetesesteseee et 72
3.8.3  VIBWISEAICH ..t 74
3.9 T FlE ittt 75
3.9.1  REVISE Talff ..ot 76
3.9.2  Submit Complete Set Of RAtES/TEIMS .....ccecieviiiieeceeee e e 78
3.9.3  Submit NEW RAIES/TEIMMS .....coviiiiiieiiieiiieeree ettt 82
3.9.4  Submit NeW Tariff BOOK........cccoiririiiieieieenee et 84
3.9.5  VIBW/SEAICH ..ttt 87
3.10 Update Contact INFOMMALION..........coevieieieieiriererte ettt 88
Introduction

1.1 Purpose
The purpose of the Complaint and Quality Management (CQM) User
Documentation is to give assistance to the intended users. The documentation
contains a written guide and the associated screenshots on how to use the
system.

1.2 Conventions
CQM System uses the following conventions.

Item Conventions

Buttons Click on a button to p_erform an a_ction.
The button text describes the action,

which will occur upon clicking the

button.

Check Box / Checklist User can select one or more items
from a list by checking the
checkboxes.

Calendar d] Click on icon to view the calendar
look-up and select a date.

Collapse I Condense section by clicking minus
symbol.

Drop Down List Box Control that displays a current setting,

|5e|ec:t |L| but can be opened to display a list of
choices.
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Expand

Enlarge section to view additional
details by clicking on plus symbol.

Link Hyperlink

Click/select a hyperlink to invoke a
new page or a process. The text of the
hyperlink will describe the action that
will be invoked, e.g., Review Log,
Details, etc.

List Box

A list box allows the user to select one
or more items from a list contained
within a static, multiple line text box.
To select, the user will click on an item
inside the text box. To make multiple
selections, hold the Control (Ctrl)
Button down when clicking on
selections.

Location Look-Up

User can click on Look-Up (-] Button
to select existing location. If location
does not exist in look-up table, user
can type location in text box.

Page Size " age |

User will be able to change screen to
display a specific number of rows by
entering a number up to 100 in the text
box.

Paging T2 [1]

Select number from list box to
navigate to the page number chosen.

Prev Mext Last

Paging Links —=fZrer Next

Click on hyperlinks to navigate to

First, Last, Next or Last page of
information being displayed.

Radio Button

By selecting one of the radio buttons in
a group, the user can designate the
desired option, e.g., Service List,
Active Party List or Matter Contacts,
Document to Check-In/Out, Add, etc.

Case File/Mylnbox Screen will contain
multiple tabs and based on the
description of the tab will route the
user to selected site, e.g., Public
Documents, Contacts, etc.

Textbox

Purpose of text box is to allow the user
to input text information to be used by
the program. Enter data in a defined
area on the page by typing in the text
box.
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Icon Description

Calendar £ Click on icon to view the calendar look-up
and select a date.

Delete * Removes entry listed in the grid.

Document Included in Deliberation s

An Internal Material that has been
attached as a Session Iltem to a Proposed
Deliberation Item will be flagged with a
blue letter icon.

Export &

Click on icon to be able to save report in
another format, i.e., PDF, Word, Excel,
etc.

Find

To search report for a word or statement,
enter text and then click on binoculars.

1
GoTo

Type page number in the text box to
navigate to the page number entered.

Supplemental Deliberation Item '5

If an agenda item is late, it will be flagged
with a late icon.

Paging Click on arrow hyperlinks to navigate to
First, Back Next or Last page of
information being displayed.

Print & Click on icon to print displayed report.

Required Fields *

All the mandatory entry fields are prefixed
with a red asterisk.

Confidential Document &

Icon denoting the document as either
confidential or limited access.

Session Item Information —

Click on icon to view Session Item and
related details.

=

Show/Hide Group Tree 3

Click on icon to display subgroup of
offices listed in a report. Tree categories
will be hyperlinked to move to the location
in the report where the subgroup is
displayed.

Software Designator 3£ Microsoft Excel Software

Software Designator Microsoft Word Software

Software Designator Adobe Acrobat Software

Software Designator = Adobe Portable Document Format (PDF)
2. Problem Reporting Instructions

Contact the System Administrator @ <<Administrators Number>>

User Documentation
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3. System Features
3.1 Annual Report File

3.1.1 Revise Annual Report

The External Registered User can revise Annual Reports. The authorized user will submit a
revision to any analysis field. The revised submission will function like Update Annual Report
functionality wherein the Submitter will be able to update the information submitted previously
for the Annual Report. To access the Annual Report Revision Screen, External Registered
Users should click on the Annual Report File link on the Access Menu.

Some of the fields on this screen are mandatory entry fields as denoted by the red (*) asterisk;
others fields are optional.

Objective:

@,

+ Revise a Annual Report

Step | Action

1. | From the Home Page Access Menu, click on Annual Report File > Revise
Annual Report

2. | Enter the Tracking Number which needs to be revised and click on Go
Button.

Annual Report Revision

Tracking Number Search
*Annual Report Tracking Mumber: l:l
e.g. format (XXKK-YYYY-#####)

If the Tracking Number is not known, click on Search Button and search for
the required Tracking Number.

3. | Inthe Assessment Fields Submission Section

o In case of revision, no information on the Assessment Field Screen
can be updated by the External Registered User

o Verify Contact Information of Person Completing this Annual
Report
o If the information satisfies, then click on Confirm
o Else, update the information and click on Update Button
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4, 0 For updating the Key Analysis Fields, click on Update Key Analysis
Fields hyperlink

Areasal RAports Rirviie Submiiiion Seieen I Aiietiment Frid

PeTaining 10 Lniity/Company CMP GROUP. INC Annual Report Type:

Bagulaney ComnaE Namy Biag Contaa Name ey
Ripatery Costict emnal

Maing Address Biing Adduii 123 High Steet
Maing Address |Corenued)) Siing Addressitontnued)

ity Bling city: Augurm
sth Biiag Suate: MLINg
Tedsde BOAEIP0SN caxy
Rapert for Ve 2023 Al Bevanus SUbec 10 ARt 234,333
Nama of Burion Compietip Anecal Bagar Farka, ke Ch—

=

5. o The Analysis Fields Submission Screen depends on the Utility Type
and Subtype of the Pertaining to Utility Company

a Enter the required information for the Analysis Fields

Annual Reports Submission Screen 2- Anahysis Fiekds Submission (Electric\T&D or Transmission-Only Companies)

)
* Number of Customers: [ | o Peak (MWws}: [ -]
*kwhs: [ -] * pistribution Revenue: [ -]
*Transmission Revenue: [ |
*kwhs: [ -] * pistribution Revenue: [ -]
*Transmission Revenue: [ A
*lowhs: [ | * Distribut [ ]
*Transmission Revenue: [ A
Security Type: [1® Jpubic [ Joonfdential

| [ s dsta inciudes confidential information pursuant to the Commission issued Protective Order
EETE
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6. | For Attaching Documents

o Select the security type as Public or Confidential

Security Type: Pub'crlf'dent'a
[ | Browse...
The file size of an attached document cannot excead 10 MB. The cumulative file size for attachments
annot exceed 50 MB.
L

o For Public document, click on Attach Document Button
o Click on Browse and select the document you wish to attach
o Click on Open

o Click on Attach

o Selected document should be displayed in the Attached
Documents grid

o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the case
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7. | o For Confidential document, click on Attach Confidential Document
Button
rladtcmﬁdmﬁd DoCument
L Confidential Document: [ || Browss... |
SETLL T Pub'c nfdent'a Redacted Version Document: Browse
lscociste protective Order
The file size of an attached dooument cannot exceed 10 MB. The cumulative file size for attachments
lcannot exceed 50 MB.
| ammach |

o Click on Browse and select the Confidential Document you
wish to attach

o Click on Browse and select the Redacted Version Document
you wish to attach

o Associate Protective Order by clicking on the hyperlink
o Search for protective order and attach

o Selected document should be displayed in the Attached
Documents grid

o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the case

o Click on Submit Button

8. | Click on Home hyperlink to return to the Home Page

3.1.2 Submit Annual Report
The External Registered User can submit Annual Reports via the CQM Application. All Utilities
are required to file Annual Reports with the MPUC. To access the Annual Report Submission

Screen, External Registered Users should click on the Annual Report File link on the Access
Menu.

User should enter information for submitting an Annual Report. . Some of the fields on this
screen are mandatory entry fields as denoted by the red (*) asterisk; others fields are optional.
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Home 008

Annual Reports Submission Screen 1- Assessment Fields Submission

K
*Utility Type: [ select x| *utility subtype: [select =l
*pertaining to Utility/Company: | select | *Annual Report Type: [select |
Regulatory Contact Name: Regulatory Contact email:
Mailing Address: Mailing Address (Continued):
City: State:
Zip Code:
*Report for Year: l:l
*Name of Person Completing ‘ Comments:
Annual Report: Add | Remove
Characters remaining: 250
* Verify Contact Information of Person Completing this Annual Report

| sace

Copyright €1 2012

Objective:

% Submit a New Annual Report

Step | Action

1. | From the Home Page Access Menu, click on Annual Report File - Submit
Annual Report

2. | Inthe Assessment Fields Submission Section

0 Select mandatory Pertaining to Utility/Company from drop down list.
List will display only the Utilities/Companies that the logged in External
Registered User represents.

0 Select mandatory Annual Report Type from drop down list

0 Based on the above selection, the Company details will be populated
in the below section:
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Regulatory Contact *Billing Contact Name:  lames
Name:
Regulatory Contact
email:
Mailing Address: *Billing Address: LLadders Street |
Mailing Address Billing Address | |
(Continued): (Continued):
City: *Billing City: an Antonia |
State: *Billing State: | TEXAS =l
Zip Code: *Billing Zip Code: [a511]111 |
* '
*Report for Year: [ ] +f::uarlrievir?ue Subject | |
3. | If the above fields do not get populated, then enter the following mandatory

information:

o Billing Contact Name
o Billing Address

o Billing City

o Billing State

(@]

Billing Zip Code
a Enter mandatory Report for Year in textbox

o Enter mandatory Annual Revenue Subject to Assessment in
textbox

o Name of Person Completing Annual Report will be system
populated with the name of the logged in user
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Step | Action

4, 0 When the Annual Report Type is ARCP, then following things are
mandatory:
o Enter mandatory Docket Number granting license in textbox
o Select Is Company by clicking on the Radio Button

o Click on mandatory Verify Contact Information of Person
Completing this Annual Report hyperlink
o If the information satisfies, click on Confirm
o Else, update the information and click on Update Button

Update Contact Information

» First Name: [ken -] middie name: [ -]
*Last Name: [Farber -] suffic select -
Company: |oent'a maine power, EMEC _'_| *» Mailing Address: |Ed'11:e-st __|
hailing Address Contd: | i | wCity: Ie-astpa"t i |
»Sfate: IAAIME - »Zip Code: EH:‘
Phaine No: | ‘ |E3-.'tn: | & | Fax No: | ‘ |
* Email I4: [pauizicyri1@gmail.com |  Representing CENTRAL MAINE POWER COMPANY
Company/Organization: CMP GROUF, INC.

EASTERN MAINE ELECTRIC CO-GF, If

| uepare |

o Click on Submit Button

5. | Annual Report Submission Confirmation Message will be displayed
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6. | How to Submit Analysis Key Fields

o After submitting the Annual Report, the analysis can be done by clicking
on the Here hyperlink

Preiminary Annual Report Assessment has been submitted successfully with Tracking Number ARUF-2012-00301. Please note Tracking Number for further reference.
([Gick herBxo submit the Analysis Key Fields and/or attach Annual Report

0 The Analysis Fields Submission Screen depends on the Utility Type
and Subtype of the Pertaining to Utility Company

o Enter the required information for the Analysis Fields

Annual Reports Submission Screen 2- Anahysis Fieds Submission (Electric\T&D or Transmission-Only Companies)

T =

* Number of Customers: [ | 5 Peak (Mws}: [ |

Section Residential/Small Commerdal dlass

*whs: [ A * pistribution Revenue: [ A

*Transmission Revenue; [ |

*Transmission Revenue; [ -]

Security Type: [1® Jpubic [ Joondental

| [ Irhis dsta inciudes confidential information pursuant to the Commission issued Protective Grder

[ susar | ek |

7. | For Attaching Documents

O Select the security type as Public or Confidential

Attach Document

Security Type: [ |Pubiic [ Jconfidential

ATTACH DOCUMENT

| [ Browse... |

The fila size of an attached document cannot excead 10 MB. The cumulative file size for attachments
annot exceed 50 MB.

]
o For Public document, click on Attach Document Button

o Click on Browse and select the document you wish to attach
o Click on Open
o Click on Attach

o Selected document should be displayed in the Attached
Documents grid
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o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the case

Button

8. | 0 For Confidential document, click on Attach Confidential Document

Attach Confidential Document

SeCurity Type: Pub'c nfdent'a

o Click on Submit Button

o Click on Browse and select the Confidential Document you
wish to attach

o Click on Browse and select the Redacted Version Document
you wish to attach

o Associate Protective Order by clicking on the hyperlink
o Search for protective order and attach

o Selected document should be displayed in the Attached
Documents grid

o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the case

Confidential Dooument: | ” Browse... |
Redacted Version Document: Browse
|xszocizte Protective Order

The file size of an attached dooument cannot exceed 10 MB. The cumulative file size for attachments
lcannot exceed 50 MB.

9. | To submit another annual report, click on Back Button and follow Step 2;
otherwise, click on Home hyperlink to return to the Home Page

3.1.3 View/Search Annual Report
The External Registered User can search

and view the Annual Reports. To access the Annual

Report Search Screen, authorized users should click on the Annual Report File link on the

Access Menu.

The External Registered user should enter the desired search criteria for searching an Annual
Report. Some of the fields on this screen are mandatory entry fields as denoted by the red (*)

asterisk; others fields are optional.
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Annual Report Search

Utility Type: |Electric j Utility Subtype: |Transmission and Distribution Utilities (T ij
Pertaining to Utility/Company: | Central Maine Bond =l Annual Report Type: | select =l
Report for Year: ] _F‘Utilities that have not filed
= searcn |
Tracking = e - Report for Date
Utility Type/Subtype Anual Report Type to Utility/Company Name ——
Number = ity/ Year Submitted
ARUF-2012- |Electric/Transmission and ANNUAL REPORTS - UTILITY FINANCIAL REPORTS | Central Maine Bond 2005 05/10/2012
00627 Distribution Utilities (Tand | (ARUF)
Ds)
ARUF-2012- |Electric/Transmission and ANNUAL REPORTS - UTILITY FINANCIAL REPORTS |Central Maine Bond 2015 05/22/2012
00638 Distribution Utilities (T and [ARUF)
Ds)
ARUF-2012- |Electric/Transmission and ANNUAL REPORTS - UTILITY FINANCIAL REPORTS |Central Maine Bond 2012 05/22/2012
00640 Distribution Utilities (Tand | {ARUF)
Ds)
PerPageI:I m lofl First Prev Next Last GoTo |1 ¥
Objective:

+» Search a Annual Report

Step | Action

1. | From the Home Page, from Access Menu click on Annual Report File >
View/Search Annual Reports

2. | Inthe Annual Report Search Section

a Enter the known search criteria and click on Search Button
0 Result will be displayed matching the entered search criteria.

o For another search, click on Reset Button and re-enter the known
search criteria to get the results.

3. | How to view the Annual Report Details

o Click on the Tracking Number hyperlink in the displayed grid
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Step

Action

Annual Report Search
SEARCH CLEAR

Annual Report Search

Utility Type: [Etectric =l Utility Subtype: [Transmission and Distribution utilities (T =]
Pertaining to Utility/Company: |Centra\ Maine Bond j Annual Report Type: |Select j
Report for Year: I:l Ummeslhal have not filed
SEARCH CLEAR
Tracking Utility Type/Subtype Anual Report Type Pertaining to Utility/Company Name Report for Daf,te
7&— Year Submitted
ARUF-2012- |Elect™¢/Transmission and ANNUAL REPORTS - UTILITY FINANCIAL REPORTS |Central Maine Bond 2005 05/10/2012
00627 Distriflution Utilities (Tand | (ARUF)
ARUF-2012- |Electric/Transmission and ANNUAL REPORTS - UTILITY FINANCIAL REPORTS |Central Maine Band 2015 05/22/2012
00638 Distribution Utilities (Tand  [{ARUF)
Ds)
ARUF-2012- |Electric/Transmission and ANNUAL REPORTS - UTILITY FINANCIAL REPORTS |Central Maine Bond 2012 05/22/2012
00640 Distribution Utilities (Tand | (ARUF)

Ds)

Per Dagel:l m 1of1

o A pop-up window will open containing the document details for
selected Annual Report

,/‘ Annual Report Detail - Windows Internet Explorer =113
CLOSE 7]

Annual Report Detail
Tracking Number: ARUF-2012-00640 Comment:

Attachments

frem File Name Size Protective Order Attachment
No. Date
1 = Delib.txt 27 KB 05/22/2012

0 The External Registered User can view all the public documents, but
Confidential documents can only be viewed if user has been
granted protective order access rights

Click on Home hyperlink to return to the Home Page

3.2 CAD System

3.2.1 CAD Case Filing

User Documentation Page 16 of 91




f o | o= =

User Documentation

The Consumer Assistance Division module enables an External Registered Utility Company
User to file a Variance Request or Winter Request if the company wishes to request deviation
from the set of existing rules or the company intends to disconnect services of a customer due
to nonpayment of bills or any other reason. The Utility Company can make the submission
directly through the custom website or by communicating to the Internal CAD Staff. To access
the Case Submission Screen, click on the CAD System link on the Access Menu.

“ iIGOVERN"

Complaint & Quality Management

Home 0 0ale

Case Filing

‘O\NinterRequest toD\sconnectOVariance Request ‘

> Annual Report File

> CAD System

> CasefFile

> Comment on Case

> Data Reguests/Responses

» Nanage Favorites

> Manage Subscriptions

> Project/Report Files

> Tariff File

> Update Contact Information

3.2.1.1 Winter Request to Disconnect
The Consumer Assistance Division module enables an External Registered Utility Company
User to file a Winter Request to disconnect if the company intends to disconnect services of a
customer due to nonpayment of bills or any other reason. The Utility Company can make the
submission directly through the custom website or by communicating to the Internal CAD Staff.
To access the Case Submission Screen, click on the CAD System link on the Access Menu.

External Registered User should enter the Case details for processing a new Winter Request to
Disconnect Case. Some of the fields on this screen are mandatory entry fields as denoted by
the red (*) asterisk; other fields are optional.
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Annual Report File

CAD System

Case File

Comment on Case

Data Requests/Responses

Manage Favorites

Manage Subscriptions

Project/Report Files

Tariff File

Update Contact Information

Copyright © 2012

Winter Request to Disconnect

- Utility/Industry Information

Case Type : Winter Request to Disconnect + * Case Subtype : Select A

* Utility/Industry Type:  Select e ;ul;::g:,:’lndustry s
* Utility Company
Name :

v * Utility Contact Name : | |

* Account Number : | ‘

- Customer Information

* Customer's First | ‘ Customer's Middle | |
Name : Name:
* Customer's Last Name : | ‘ Customer's Suffix : Select -
!
* Customer's Address : | | e bl [
(Continued) :
* Customer's City : | ‘ * Customer's Zip Code : l:H:l

* Customer's State : MAINE -

- Payment Information

* Total Amount Due : | * Notice Amount : | |

* Notice Date :

* Notice Type : Select hd (Valid Format : l:ll:(?

MM/DD/YYYY)

= Last Billing Date :

(Valid Format : l:lrﬂ * Last Billing Amount : |

MM/DD/YYYY)

Last Payment Date :

* Last Payment Amount : | ‘ (Valid Format : l:lrj)

MM/DD/YYYY)

- Arrangement Information

* Arrangement Type : Select v - G e | |

up:

* Premise Visit Date :

*= Arrangement Amount : | ‘ (Valid Format : :l@

MM/DD/YYYY)
* Date 5-Day Warning l:lﬂ Notes :
Letter Sent :
t’\.\;:::‘j[ll:[?m\’:] Characters remaining: 1000
Filed By : |LName. FName ‘

- Attached Documents

[suar | neser |

Objective:

& mtermet 3 v ®ios%

+ Submit a New Winter Request to Disconnect

Step | Action

1. | From the Home Page, click on CAD System - CAD Case Filing on the
access menu list
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Step

Action

Select the Winter Request to Disconnect Radio Button

BACK
‘ Winter Request to Disconnect arianc:e Request

BACK

In the Utility/Industry Information Section

Q

Q

Case Type selected as Winter Request to Disconnect by default

Select from the drop down lists the following:
o Case Subtype
o Utility/Industry Type
o Utility/Industry Subtype

Select Utility Company Name from drop down list. List will display
only the Utilities/Companies that the logged in External Registered
User represents.

Enter mandatory Utility Contact Name in textbox

Enter mandatory Account Number in textbox

In the Customer Information Section

0 Enter mandatory Customer’s First Name in textbox
a Enter mandatory Customer’s Last Name in textbox
a Enter mandatory Customer’s Address in textbox

o Enter mandatory Customer’s City in textbox

a Enter mandatory Customer’s Zip Code in textbox

a Select Customer’s State from drop down.

User Documentation Page 19 of 91



f o | o= =

User Documentation

Step | Action

5. | Inthe Payment Information Section

a Enter mandatory Total Amount Due

o Enter mandatory Notice Amount

o Select mandatory Notice Type from drop down list
o Enter mandatory Notice Date in textbox

o Enter mandatory Last Billing Date in textbox

a Enter mandatory Last Billing Amount in textbox

0 Enter mandatory Last Payment Amount in textbox

a Enter Last Payment Date in textbox

6. | Inthe Arrangement Information Section

o Select mandatory Arrangement Type from drop down

o Enter mandatory Arrangement Catch-up in textbox

o Enter mandatory Arrangement Amount in textbox

o Enter mandatory Premise Visit Date in textbox using the calendar
icon (conditional entry — depends on Case Subtype of
Utility/Industry)

0 Enter mandatory Date 5-Day Warning Letter Sent in textbox
using the calendar icon (conditional entry— depends on Case

Subtype of Utility/Industry)

o Filed By will be system populated with name of logged in External
Registered User

7. | Inthe Attached Documents Section

a Click on Attach Document Button
o Click on Browse and select the document you wish to attach
o Click on Open

o Click on Attach

o Selected document should be displayed in the Attached
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Step | Action

Documents grid

o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the case

o Click on Submit Button

8. | Case Submission Confirmation Message will be displayed and CAD Case
Number will be generated

9. | Click on Home hyperlink to return to the Home Page

3.2.1.2 Variance Request to Disconnect
The Consumer Assistance Division module enables an External Registered Utility Company
User to file a Variance Request if the company wishes to request deviation from the set of
existing rules. The Utility Company can make the submission directly through the custom
website or by communicating to the Internal CAD Staff. To access the Case Submission
Screen, click on the CAD System link on the Access Menu.

The user should enter the Case details for processing a new Variance Case. Some of the fields
on this screen are mandatory entry fields as denoted by the red (*) asterisk; others fields are
optional.
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™
¥ IGOVERN
Complaint & Quality Management Welcome LName, FName

Home 00lalc
Variance Request

I =3

Annual Report File

» CAD System - Utility/Industry Information
» Case File Case Type : Variance b * Case Subtype : Select b
» G ton G

omment on tase * Utility/Industry Type 1 Select v Utility/Industry Subtype : e

w

Data Requests/Responses

* Utility Company

v * Utility Contact Name :
Name : v | |

w

Manage Favorites

w

Manage Subscriptions * Account Number : | |

w

Project/Report Files

- Customer Information

» Tariff File
- * Customer's First Customer's Middle
Update Contact Information Name : | | Name : | |
* Customer's Last Name : | | Customer's Suffix : Select v
Customer's Address
* Customer's Address : | | (Continued) |
* Customer's City : | | * Customer's Zip Code : l:H:l

* Customer's State : MAINE v

- Other Information

* Chapter : Select L Filed By : |LName. FName |

* Section : Select v * Subsection : Select v

- Attached Documents

B

Copyright & 2012

Objective:

«» Submit a New Variance

Step | Action

1. | From the Home Page, click on CAD System - CAD Case Filing on the
access menu list

2. | Select the Variance Request Radio Button

BACK
‘ inter Request to Disconnect ariance Request

BACK

3. | In the Utility/Industry Information Section
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o Case Type selected as Variance by default

o Select from the dropdown lists the following:
o Case Subtype
o Utility/Industry Type
o Utility/Industry Subtype

o Select a Utility Company Name from drop down list.
o List will display only the Utilities/Companies that the logged in
External Registered User represents.

0 Enter mandatory Utility Contact Name in textbox
a Enter mandatory Account Number in textbox
a Enter mandatory Utility Contact Name in textbox

0 Enter mandatory Account Number in textbox

4. | In the Customer Information Section

a Enter mandatory Customer’s First Name in textbox
o Enter mandatory Customer’s Last Name in textbox
0 Enter mandatory Customer’s Address in textbox

o Enter mandatory Customer’s City in textbox

0 Enter mandatory Customer’s Zip Code in textbox

a Select Customer’s State from drop down
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5. | In the Other Information Section

o Select mandatory Chapter from dropdown

o Select mandatory Section from dropdown

o Select mandatory Subsection from dropdown

o Click on Add button to add the above selected
Chapter/Section/Subsection, which will be displayed in a grid as:

S.No. Chapter Section SubSection

By clicking on Red X associated with chapter/section/subsection, the
associated values can be deleted prior to submitting the case

o Filed By will be system populated with name of logged in
External Registered User

6. | Inthe Attached Documents Section

a Click on Attach Document Button
o Click on Browse and select the document you wish to attach
o Click on Open
o Click on Attach

o Selected document should be displayed in the Attached
Documents grid

o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the case

o Click on Submit Button

7. | Case Submission Confirmation Message displayed and CAD Case Number
will be generated

8. | Click on Home hyperlink to return to the Home Page
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3.3 Case File

3.3.1 Case Files

The Case File Screen (1) provides user with a wide array of information and functionality for
specific case. The Case File can be accessed by clicking on Case File link on the Access
Menu - Case Files.

In the upper portion of the Case File Screen, Cases Details (metadata) are displayed. The
metadata includes:
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Case Number
Utility/Industry Type
Utility/Industry Subtype
Case Type

Case Subtype

Pertaining to Utility/Company
Case Title

Initiating Filer

Case Start Date

Assigned Staff

Adjudicatory Case: (Yes/No)
Statutory Reference

MPUC Reference

Casa Number
WEET Y TR
Care Tyga

ey Compaty

Atafng Har

23pgrad St

01201838

LT WSO ST TRETELGR BRS RSN WS AT [T EE
EECIURST PO APFRCIVL Caan Sobdype ANWULL FRICT CmdhGE

CENTRAL LR FOWER OOMRANY TR EEGUEST FOR APPBOVAL, ARNUAL FRICE CHARGE -1
PERTAINING TC CENTRAL MAINE FCWER COMPANY,

AR, Sphat Ca38 S137% Cute WIT/Im

Fath ustngion B & e L]
AR W CE - °F i

Ontn Bngparmts (1B} Bubic Sommarta [ 4] Aot Rartyand Notforbon Lan {15) Bavgred T |3 2

Bam Mo, Cuitn Filwed

- rilg Party Hedny | MO
| aema eam e m— T EITRAL Wt POl Conaban | YTy —— | 1 T
i bt | conmeas viane pown conapane Theter £ | 3
[eten I I [2

Cpmmstn RO SLANDH RCTRC CODPERATVE. v SO, LTy |-. Tl e -

In addition to providing the Case Details (1), the Case File Screen (see Case File Screen Shot
above (2) includes the following tabs:

Filings (Viewable by Staff and External Users - Registered and Public with
restrictions for confidential/secured viewing in place )

Data Requests (Viewable by Staff and External Users - Registered and Public
with restrictions for confidential/secured viewing in place )

Public Comments (Viewable by Staff with Manage Rights to Authorized Staff
Users and External Users - Registered and Public with restrictions for
confidential viewing in place)

Active Party and Notification List (Viewable by Staff Users and External Users -
Registered and Public)

o Active Party List (Viewable by Staff Users and External Users -
Registered and Public)

Assigned Staff (Viewable by Staff and External Users - Registered and Public)

3.3.1.1 Case Filings Tab
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Adjudicatory and Non-Adjudicatory Cases

When the Case File Screen is accessed, the default view is the Filings tab which contains a
listing of filings/issuances associated with a specific case. This screen is available to External
Users (Registered and Public).

Objective:

GIPSECTI Dot Requests (28] Public Comments (4] Active Party and Notification List {15]  Assigned Staff {5)

Item No. Date Filed

Description Of F Fiing Party Fled By No. Of

3/27/2012

annual price changs

CENTRAL MAINE POWER COMPANY McNesl, Stephanie

471772012

Reguest

CENTRAL MAINE POWER COMPANY Farber, Ken

471772012

Motion

BANGOR HYDRO-EI COMPANY Boreman, Brad

4 41772012

Reguest for Frotective Order

BANGOR HYDRO-ELECTRIC COMPANY Boreman, Brad

Document deleted -
submitted IN Ernor.

Per Pagelzl m

Netlat@oTo 107

@,

% View Filed/Issued Documents

Step | Action

1. | From the Home Page -2, Click on Case File > Case Files on the access
menu list

2. | Case Search will be displayed

o Enter Case Number in Text Box
fcog |

Ccase Search

e — >

=.g. format [rrv-sesss)

o Click on GO Button to display specified Case File.

-OR -

a

a

3. | If user does not know case number:

Click on Search Button, enter known search criteria

Click on Search Button

Search result will display all cases matching entered parameters

Click on Case Number hyperlink to be navigated to the Case File
Screen for the specified case.
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Step

Action

By default the Filings tab will be selected and the grid will display all filings
and issuances in the grid with the following columns:

o Item No.

a Date Filed

o Description of Filing
a Filing Party

o Filed By

o No. of Attachment(s)

o If afiling has been rejected the last column will display the following:
Document deleted — submitted in Error

o Click on Back Button to navigated to the previous screen

o Click on Item No. link for the filing to view filing details and attachment(s)

Filing Information will be displayed in the first section:

a Item No.

O

Filing on Behalf of

O

Description of Filing

O

Compliance Filing (Yes/No)

Date Filed

O

O

Filed By

Attachments Sections will display with the following columns:
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Action

o Document Title (hyperlink)
a Document Type

o Document Subtype

a Security

a View P.O.

a File Size

o Software Designator Icon

In the Attachments Grid:
o Click on Document Title link to view attachment

o Document will open second pop-up window that will display the
public document

o Document can also be saved use users computer

o Confidential Document access will be based on security
measures in place (Clerk of the Commission, Assigned Staff
and Staff Users who have been granted access by Clerk of the
Commission)

o Close the document once it has been viewed

10.

0 Click on Close Button to close the Filing Information pop-up window
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3.3.1.2 Data Request Tab

Data Request tab provides the ability for Internal and External Registered Users to view DR
Questions and Responses which have been propounded for the case. By default the screen
will display by Sets. User can select Radio Button to view by Question.

DR Sets may be submitted by the Commission Staff assigned to the Case and by External
Registered Users. Such DR Sets may be directed to Commission Staff,
Company/Organization represented by Active Parties, Company/Organization represented
by Notification List members, any individual in contact list and any
individual/company/organization not in the application.

Confidential DR Question or DR Response attachments must be associated with protective
order existing in Case filing with the same security and functionally as is in place for case
filings.

Step | Action
1.

From the Home Page - Click on Case File > Case Files on the access
menu list

Case Search will be displayed
a Enter Case Number in Text Box
o Click on GO Button to display specified Case File.
;fCJsRe-r does not know case number:
a Click on Search Button, enter known search criteria
a Click on Search Button

o Search result will display all cases matching entered parameters

0 Click on Case Number hyperlink to be navigated to the Case File
Screen for the specified case.
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Step | Action

By default the Filings tab will be selected and the grid will display all
Commission filings and issuances.

o Click on Data Requests tab

Fiing= [13) el RS PN pubic Comments (4] At Party and Notfication Lst (15)  Assigned Staff (5]
& View By Set|{ View By Question ) -

o No. Of DR = — View Cover
DR Set ID Set Description Issue Date . Propounded Upon View Questions in Set .

L - Questions po po o Letter/Instructions
2HE-001 testrequestforinfo | 4/20/2012 2 CENTRAL MAINE POWER COMPANY | View Questions View
BHE-007 RequestsetI-Revenuz [gygizp12 1 EXM [adviser) View Questions View Attachment

requirement
CMP-001 Data RequestNo 1 4/18/2012 1 BANGOR HYDRO-ELECTRIC COMPANY | View Questions View Attachment
CMP-002 First Detail Test DRSet, | 4/1%/2012 5 BANGOR HYDRO-ELECTRIC COMPANY | View Questions View
from CMP to BHE

123
| Aoonewser | BRINT SELECTED Dit QUESTIONS BRINT SELECTED DRt ) 2 R BAIS

The View by Set default grid will displayed with the following columns:
o SetID
a Set Description
o Issue Date
o No. Of DR Questions
o Propounded Upon
o View Questions in Set
o View Cover Letter/Instructions
a Print Checkbox

o Buttons for authorized users: Add New Set, Print Selected DR
Questions, Print Selected DR Q&R Pairs and Back
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o Click on View By Question Radio Button to view questions

The grid will displayed with the following columns:
o DR Question ID
0 Question Description
o Propounded Upon
0 Question Text
0 Response Text
o Due Date
o Status
o View Complete DR (hyperlink)
o Print Radio Button

o Buttons for authorized users: Add New Set, Print DR Q&R Pair
and Back

3.3.1.3 Public Comments Tab

When External Users (Registered and Public) submit public comments they are displayed
under the Public Comments tab on the Case File Screen. The Clerk is authorized to
manage the comments. Comments can be managed from the Case File Screen or from the
Clerk’s Inbox = Public Comments Queue.
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Step | Action

1. | From the Home Page - Click on Case File - Case Files on the access
menu list

2. | Case Search will be displayed
a Enter Case Number in Text Box
o Click on GO Button to display specified Case File.
-OR -
If user does not know case number:
o Click on Search Button, enter known search criteria
a Click on Search Button
o Search result will display all cases matching entered parameters

o Click on Case Number hyperlink to be navigated to the Case File
Screen for the specified case.

3. | By default the Filings tab will be selected and the grid will display alll
Commission filings and issuances.

o Click on Public Comments tab

o Public Comment grid will be displayed

i mosfcwses Delbsowses  Lase Maigead  wieval  Compiaecs’  Ca g s
[T 1] Lisk 1) il Scheddls SRl Madeisl ey Row Bl Besend  Begend
-] e = -] [EE]

0, Fuminl By - s Vg Py |

BN ORI I e o Puil S58 B SMAChD B EL S PR RS Ly
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Step

Action

Public Comments grid will be displayed with the following columns:
o Sr. No.
0 Posted By
o Posted Date
o Comments
o Attachments (click on hyperlink to view attachment, if included)

o Back Button will navigate user to the Home Page

3.3.1.4 Active Party and Notification List Tab

You will be able to view an official listing of interested entities in the Case. The tab is divided
into two categories:

Notification List - all members interested in the Case.

Active Party List — Notification List members elevated to an Active Party by the
authorized user assigned to the Case.

View and Manage Notification List

Objective:

+» View Active Party and Notification Lists

Step

Action

1.

Logged in External Registered User from the Case File Screen

o Click on the Active Party and Notification List tab
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a Default view will display Active Party List

Filings [15] Data Requests (25) Public Comments (1) R LR YRR (e e ST

C Matification List|® [active Party List

Assigned Staff (3]

Per Page l:l m

lofl

Houlton ON 04666

Mame of Person/Company Representing Company Mailing Address Email/Phone/Fax
Baoreman, Brad BANGOR HYDRGC-ELECTRIC COMPANY Test street Email I0: paulajcyrl1@gmail.com
bangor MED4444 Phone
Fax:
Farber, Ken CENTRAL MAINE POWER COMPANY edit test Email I0: paulajcyrl1@gmail.com
eastport MEO3222 Phone
Fax:
Smith, Malcolm BANGOR HYDRO-ELECTRIC COMPANY 123 mainst Email [0 nancy armentrout@maine gov

Phone Ph: 123-456-7830
Fax:

GoTo 1 ~

o Select Notification List Radio Button to view interesting members

Flings {15) Data Requests (28] Public Comments (4) [CIRLEUNERL DR P NTE TR LTI Assizned Staff (5]

& |Notification List| O [active Party List

Per Page m

1of8

Name of Person/Company Representing Company Mailing Address Email/Phone/Fax
Samp, Eric 333 memorial drive Email ID: paula.cyr@maine.gov
Bangor MEOB376 Phone
Fax:
Boreman, Brad BANGOR HYDRO-ELECTRIC COMPANY test street Email ID: paulajcyrl1@gmail.com
bangor MED&444 Phone

Fax:

Next Last GoTo 1 +

3.3.1.5 Assigned Staff Tab

The Assigned Staff tab will display the information of the staff currently assigned to the case.

Step

Action

1.

From the Home Page = Click on Case File > Case Files on the access

menu list

Case Search will be displayed

(Case Search

e.g. format (YYYY-#####)

o Enter Case Number in Text Box

o Click on GO Button to display specified Case File.

-OR -

If user does not know case number:

o Click on Search Button, enter known search criteria

o Click on Search Button
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o Search result will display all cases matching entered parameters

o Click on Case Number hyperlink to be navigated to the Case File
Screen for the specified case.

3. | By default the Filings tab will be selected and the grid will display all
Commission filings and issuances.

o Click on Assigned Staff tab

o Assigned Staff grid will be displayed

Fiings (1)  Data Requests (28] Public Comments (4] Active Party and Nofification List {15} [P eS UL

Staff Name Role

Cohen, Chuck Le=d Attorney

Cyr, Paula Reviewer

Huntington, Faith Reviewer

Monroe, Angela Staff-Supporting

Shejen, Baverly Support Staff

pErpagED [ co | lof1l GoTo 1 -

4. | Assigned Staff grid will display with the following columns:
a Staff Name

o Role

3.3.2 Submit New Case or Filing

The Case Filing module enables users to submit new cases and documents in electronic form
for various types of matters to a document repository. New cases and document filings can be
filed by authorized MPUC Staff and External Users with specifically applied access rights. To
access the Case Filing Screen, authorized users should click on the Case File link on the
Application Level Access Menu and select Submit New Case or Filing.

The user should enter the Case Filing details for processing a New Case filing. Some of the
fields on this screen are mandatory entry fields as denoted by the red (*) asterisk; others fields
are optional.
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Case = poew | Existing

* WHtilityndastry Type © Selec - " Cage Type : Sebect -
® utility indastry Subtype : Select - " Cave Subtype : Select -
* Pertaining 1o [ *Care Tithe

Utility/Company =

Add | Rermove

Characters remaining: 2000

* Destcription of Filing : Date Filed : G200

Characters remaining: 150
Filed By : Farber, Ken * Filing Party: 7 Representing

Update Contact information i.l'.liﬂ'f_l'fﬂfﬂpl‘l‘"
| Representing Seif

= Liilny'Companry Namse ;
A | Remnove

* Tite : ] * Section :

|m Enter refarence information then hit the Add button to add the referance ta the case, This alkews you 1o add mare than one reference.

|True: Section :

|m Ender reference information them hit the Add button to add the reference to the case. This allows you o add moee than one reference.

- Add Pubil; Doisment [These Dosments Will Be Pubiioly Aailable Online)
* Dotursent Type : Salact - " Docament Tithe :
" Dociment Subtype: = Characters remalning: 250

ATTACH NON-CONFIDENTIAL COCUSEMT(S)

3.3.2.1 Submit New Case
Objective:

% Submit a Filing for a New Case

Step | Action

1. | From the Home Page, click on Case File > Submit a New Case or Filing
on the access menu list

2. | Select the New Radio Button

- File In Existing Case

- i hew [ otng pS— C  Im
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Step

Action

In the Add New Case Section

a Select from the drop down lists the following:
o Utility/Industry Type
o Utility/Industry Subtype
o Case Type
o Case Subtype

O To select a Pertaining to Utility/Company
o Click on Add link
o Click on Search Button to display all utilities/companies
matching the previously selected Utility/Industry Type and
Subtype
Select Utility/Company Checkbox and click on Select Button

o Verify that the Case Title has been auto populated in multiline text
box and can be edited
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Step

Action

In the Filing Information Section

a Enter Description of Filing in multiline test box

o Date Filed will be system populated with current date
o Filed By will be system populated with name of logged in External

Registered User

To add Representing Utility/Company

o Filing Party Radio Button for Representing Utility/Company should
be selected by default

o Click Add link to display listing of Utilities/Companies Represented by
the logged in user.
o Select applicable Checkbox(s)
o Click on Select Button to add selection
a If selection needs to be Removed
o  Click on Utility/Company Name

o Click on Remove link
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Step

Action

Note: If the utility/company that the logged in user represents is not
displayed in Utility/Company Listing user should:

o Goto Home Page

a Click on Update Contact Information and go to the bottom of the
screen to update Representing

a Click on Add hyperlink

Representing CENTRAL MAINE POWER COMPANY
Company/Organization: CMP GROUP, INC.
Add | Remove EASTERN MAINE ELECTRIC CO-OP, INC

UPDATE RESET PASSWORD
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6. a Search for Representing Utility/ Company

o Select Checkbox associated with Utility/Company that needs to be
added to logged in users Representing list

o Click on Select Button
O To continue with New Case Filing go to Case File >Submit New
Case or Filing Screen (See Step 1 above)

Search Criteria
Utility/Industry Type: sglect - Utility/Industry Select -
Subtype:
Utility/Company | | utility/Company |
Name: Code:
| ReseT
Company/Organization
. Utility/Industry
Company Name Company Code Utility/Industry T
pany pany ity/ ry Type LS
1300 CONNECT, INC. Communications Service Providers
1 800 RECONEX, INC. D/B/A Communications CLECs and IXCs
USTEL
123 Company Communications CLECs
1COM, INC. Communications CLECs and IXCs

7. | To add filing for Representing Self (individual)

a Select Filing Party Radio Button for Representing Self

o Filed By was system populated and will be used for
“‘Representing Self’

o Update Contact Information hyperlink is displayed if filer
information requires editing
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Step | Action

8. | In the Statutory Reference Section

a Enter mandatory Title in textbox
0 Enter mandatory Section textbox
a Click on Add Button

9. | Inthe MPUC Rule Reference Section

o Enter optional Title in textbox
a Enter optional Section in textbox
a Click on Add Button

10.| In the Add Public Document Section

a Select Document Type and Document Subtype from the drop down
lists

o Enter Document Title in the multiline textbox

o Click on Attach Non-Confidential Document(s) Button

Attach Document

| || Browse.. |

The individual file size for attachment cannot exceed 10 MB. The cumulative file size for
attachments cannot exceed 50 MB.

Soone | clos:

o Click on Browse and select the document you wish to attach
o Click on Open
o Click on Done

o Selected document should be displayed in the Attached Documents
grid

o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the filing
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o Click on Submit Button

11.| Case Filing Confirmation Message displayed

o Case Number generated

0 Email Notifications distributed to
o Notification List
o Active Party List
o Assigned MPUC Staff

3.3.2.2 Submit Filing in an Existing Case

Objective:

«» Submit a Filing for an Existing Case

Step | Action

1. | From the Home Page, click on Case File > Submit New Case or Filing on
the access menu list

2. | Existing Radio Button should be selected by default

3. | Enter the Existing Case No. in Text Box

case [Clnew [ esisting * Eisting Case No. | - |

4. | Click on Go
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5. | Inthe Filing in Existing Case Section existing case details will be displayed

o Existing Case No.

o Utility/Industry Type

o Utility/Industry Subtype

a Case Type

o Case Subtype

a Pertaining to Utility/Company|
a Case Title

a Check if this is a Compliance Filing Checkbox

6. | Inthe Filing Information Section

a Enter Description of Filing in multiline test box
o Date Filed will be system populated with current date
a Filed By will be system populated with name of logged in External

Registered User

To add Representing Utility/Company

o Filing Party Radio Button for Representing Utility/Company should
be selected by default

a Click Add link to display listing of Utilities/Companies Represented by
the logged in user.

o Select applicable Checkbox(s)

o Click on Select Button to add selection
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o If selection needs to be Removed
o  Click on Utility/Company Name

o Click on Remove link

7. | Note: If the utility/company that the logged in user represents is not
displayed in Utility/Company Listing user should:

o Goto Home Page

o Click on Update Contact Information and go to the bottom of the
screen to update Representing

a Click on Add hyperlink

Representing CENTRAL MAIME POWER COMPANY
Company/Organization: CMP GROUP, INC.
Add | Remove EASTERN MAINE ELECTRIC CO-0P, INC

UPDATE RESET PASSWORD

8. a Search for Representing Utility/ Company

o Select Checkbox associated with Utility/Company that needs to be
added to logged in users Representing list

o Click on Select Button
o To continue with New Case Filing go to Case File >Submit New
Case or Filing Screen (See Step 1 above)
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Search Criteria
Utility/Industry Type: sglect - Utility/Industry select -
Subtype:
Utility/Company | | utility/Company |
Name: Code:
[ Reser |
. Utility/Industry
Company Name Company Code Utility/Industry Type ST
1 800 CONMNECT, INC. Communications service Providers
tSSTEI;? RECONEX, INC. D/8/A Communications CLECs and IXCs
123 Company Communications CLECs
1COM, INC. Communications CLECs and IXCs
9. | To add filing for Representing Self (individual)
a Select Filing Party Radio Button for Representing Self
o Filed By was system populated and will be used for
“‘Representing Self”
o Update Contact Information hyperlink is displayed if filer
information requires editing
10.| In the Add Public Document Section

a Select Document Type and Document Subtype from the drop down
lists

o Enter Document Title in the multiline textbox

o Click on Attach Non-Confidential Document(s) Button
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Action

Attach Document

| | Browse.. |

The individual file size for attachment cannot exceed 10 MB. The cumulative file size for
attachments cannot exceed 50 MB.

Soone | close

o Click on Browse and select the document you wish to attach
o Click on Open
a Click on Done

0 Selected document should be displayed in the Attached Documents
grid

a By clicking on Red X associated with attached document, the
document can be deleted prior to submitting the filing
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Step | Action
11. To file a Confidential document, click on Attach Confidential Document(s)
Button
o Click on Browse and select the Confidential Document you
wish to attach
o Select Document Type and Document Subtype from drop
down list
o Enter Document Title in multiline text box
o Click on Attach Button
Attach Confidential Document(s) pop-up window is displayed
*Confidential [ | Browse.. |  Attach Protective Order
Document:
RedactedVersion [ | Browse. |
Document:
The individual file size for attachment cannot exceed 10 MB. The cumulative file size for
attachments cannot exceed 50 MB.
| I
o Click on Browse and select the Confidential Document you
wish to attach
o Click on Browse and select the Redacted Version Document
you wish to attach
o Associate Protective Order by clicking on the hyperlink
o Click on Done Button
o Selected document should be displayed in the Attached
Documents grid
o By clicking on Red X associated with attached document, the
document can be deleted prior to submitting
12. o Click on Submit Button
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13.

Case Filing Confirmation Message displayed

0 Email Notifications distributed to
o Notification List
o Active Party List
o Assigned MPUC Staff

3.3.3 View/Search

The Search option will allow the users to retrieve information depending upon entered search
criteria (“indexed” information); or search by text contained in a document (“Google” search
capabilities). Search results will only show information that the user is allowed to see. Public
User will only see public documents; External Registered Users will only be able to see public
documents unless provided access to confidential documents through issuance of a protective

order.

Searching for Case or Document

Objective:

% Searching for a Case

+ Searching for a Document

Step

Action

User Documentation
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From the Home Page
o Click on Case File from the Access Menu

o From the Submenu, click on View/Search to search for a Case or

Cases:{{" | Documents{ |

Case Number: [ ] Status: -

Start Date From: Start Date To: =

(Valid Format : MM/DD/YYYY) (Valid Format : MM/DD/YYYY)

ey Type: £ o \ I
Enter full Title or an rtion of the text

wrieysiope: : cananedniie : '

E=i - e -

Cosesubype: - sigredsiaf -

Document Search

Date Filed From: [ Date iled To: L =

Document Type: - Document esafeato: .

Document Subtype: - Full Text: \

Document Title: [ Include deleted Document Types:

0 Select the Radio Button before Cases or Document depending on
which you are searching for

o Enter known search criteria
o Click on Search Button

Search Result grid will be displayed

o Search criteria will be displayed above the grid

0 Result grid for Case Search Result will display
o Case No. (with hyperlink to view Case File)
o Case Type
o Case Subtype
o Status
o Start Date

o Case Title

To: 5/21/2012; Uiy Type: Eleciric

Cese o, Case Tupe Status Start Date Cese Title

201201708 commission INQuIRY 21202 |COMMISSION INITIATED, INQUIRY 21d pertaifing 0 - MAINE PUBLIC SERVICE COMPANTY.
mmiaTED.

——] - | -

GoTe b v

o Click on Case Number hyperlink to view Case File
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o Click on Print Search Results Button

Search Result grid will be displayed

a

a

0 Result grid for Document Search Result will display

Search criteria will be displayed above the grid

Tabs will be displayed above the grid for: Filed Documents, Internal
Materials and Public Documents with prescribed security measures

in place
O
O

o

o

o

Case No. (with hyperlink to view Case File)

Filing No. (with hyperlink to view filing information)
Document Type

Document Title (with hyperlink to view filed document)
Filing Party

File Name

File Size

Software Type Icon

search Result
Fiea Documents (1
Case No. Filing No. Filed Date Type Title Filing Party File Name File Size
2012-01688 1 5/17/2012 Agreement AGREEMENT CENTRAL MAINE POWER COMPANY, ViewDoc1 pdf s7ks| W
CENTRAL MAINE POWER COMPANY
Per Pagel:l m 1of1 GoTo 1 ¥
PRINT SEARCH RESULTS | sack |

3.4 Comment on Case
Public Comments module will facilitate the MPUC in receiving the public comments from
external users regarding cases before the Commission and to publish the same for internal and
external (public) viewing. Public Comments are case-specific, and are generally submitted by
users who are not active parties/participants to the case.

Objective:

®

% Submit Public Comment on Case

Step

Action

From the External Registered User Home Page, click on Submit a
Comment in a Case hyperlink

o Enter valid Case Number in text box and click on GO Button
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Step | Action

Home [i]
Public Case Search

e.g. format YYYY-9999%

o Comment form will be displayed

2. | Case Details will be displayed in the top sections of the screen

o Logged in External Registered User’s contact information will be
system populated

a Enter all required information indicated by a red asterisk ( *)

Post Comment k

Ph your in the form and/or ch

Case Number: 2012-01636

(Case Title: REQUEST FOR APFROVAL, ANNUAL FRICE CHANGE PERTAINING TC CENTRAL MAINE POWER COMPANY.
Name: Farber, Ken

Company:

Address: edit test

eastport, ME 03444
Phone No:
Email 1d: paulajoyrii@gmail.com

*Comments:

characters remaining: 2000

Attachment: ADD/REMOVE ATTACHMENTS

Kindly do not post any defamatory, infringing, cbscene, indecent, discriminatory or unlawful material or
nformation. MPUC reserves the right to remove, without notice, any content received from users. Also
please do not post any confidential information as the information posted is public. To post
cenfidential information, please contact Clerk of the Commission by emailing maine.puc@maine.gov or
by calling 207-287-3831.

3. o To append a document, click on Add/Remove Attachments Button
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Step | Action
4, a Click on Post Comment Button
5. a Public Comments will be posted in the Case File Screen under the
Public Comments Tab for the specified case.

3.5 Data Requests/Responses

3.5.1 Create/Save/Submit Questions

This Data Request Question and Response staging area provides the ability for Internal and
External Registered Users to create and save draft DR Questions and Responses. They
can also be submitted from the staging area.

Confidential DR Question or DR Response attachments must be associated with protective
order existing in Case filing with the same security and functionally as is in place for case

filings.

Objective:

@,

+ Manage Data Request Questions

Step | Action
1. | From the Home Page > Click on Data Requests/Responses -
Create/Save/Submit Questions on the access menu list
2. | Case Search will be displayed

a

a
-OR -

If user does not know case number:

Q

Q

Enter Case Number in Text Box

Click on GO Button to display specified Case File.

Click on Search Button, enter known search criteria
Click on Search Button

Search result will display all cases matching entered parameters

Click on Case Number hyperlink to be navigated to the Case File

User Documentation Page 53 of 91



f o | o= =

User Documentation

Step

Action

Screen for the specified case.

Draft DR Sets Screen will be displayed with the following
a Case Details

0 Requested By

o Propounded Upon

o Description

0 Last Updated Date

o Last Updated By

o Editicon

0 Red X to Delete questions without submitting

o Create New DR Set and Back Buttons

- Case Details:
Case Number : 2012-01636

Case Title : REQUEST FOR APPROVAL, ANNUAL PRICE CHANGE PERTAINING TO CENTRAL MAINE POWER COMPANY.

Saved Data Request Set

Requested By Propounded Upon Description Last Updated Date Last Updated By Edit Delete|
EXM (Advisor) CENTRAL MAINE POWER COMPANY sending B{!:Z:?tm seeifhe | 4 93/2012 12:03:40 PV Angela Monroe E I3
EXM [Advisor) BANGOR HYDRO-ELECTRIC COMPANY setthat won't be submitted | 4/17/2012 10:54:55 AM Angela.Monroe Ei «®

Page 5ize|:| [ co | 1of1 GoTo 1 ~

CREATE NEW DR SET BACK

Create/Update DR Sets Screen will be displayed

SaVE BUT NOT SUBMIT suswr | eacc |

* Requested By

i -
* Case Parties/Participants: CENTRAL MAINE POWER COMPANY -
+ Others: [ contact

[ Jenter Contact Inf:

Dascription SenirgHwto e seeThecan e Dus Dt 2
(Valid Format ; /MM YY)
| i tiame | e size |
Bl Joccoon eneraon.oc == [

Descrition | Question Jre— ca
" —r——,
R [ e E = b
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Step | Action

5. | Four sections will be displayed on the screen

0 Requested By Section
o Select Requested By from drop down list

o Propounded By Section
o To select Case/Parties/Participants, select Radio Button
to enable drop down list which displays Case Parties/
Participants
Or
o Radio Button to enable Others Radio Buttons
= |f Contact Radio Button is selected user will click
on Search PUC Master Contact List hyperlink to
search for and add contact

= |f Enter Contact Info Radio Button is selected
user will enter contact in text box

6. o Set Information Section
o Enter Description in text box

o Enter Due Date, if applicable

o Click on Attach Cover Letter or Instructions Button to
include, if applicable

Document Type: Eelect -

| Browse...

Please enter avalid Document Title. Characters = and = should not be included. The
cumulative file size for attachments cannot exceed 50 MB,

|_oonz | cose |
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Step | Action

7. o Data Request Section

o Click on Add DR Question Button

o Set Information Description will be pre-populated in
description text box

o Enter Questions in text box

o Add Due Date, if applicable

o

SAVE DR QUESTION CLOSE

- Data Request Question

Description: * Question: Do

Due Date: -
T M =
DO/MMYY) k

SAVE DR QUESTION CLOSE

8. o User can include an attachment by clicking on Click on Attach
Confidential/Non-Confidential Information Button

o If attachment is Confidential, select Radio Button, click
on Indicate Protective Order hyperlink to associate
confidential attachment with respective Protective Order

o If attaching is non-confidential, select Radio Button

o Click on Browse Button to select document (public or
confidential ) from computer files

o Click on Attach Button

User Documentation Page 56 of 91



f o | o= =

User Documentation

Step | Action

9. | When all attachments have been appended, click on Done Button

Confidential: _—

Neon Confidential:

| | Browse...

cumulative file size for attachments cannot exceed 50 MB.

|_oone | _cose |

10. o User will click on Save DR Question Button

o If wrong questions has been attached, click on Red X to delete

- Data Request Question

Description:  Test Year Questins * Question: test
Characters remaining: 232 Characters remaining: 3936
Due Date:
VatidFormae: [ |EF
DO/MM YY)
File Mame File Size Protective Orders
'TAJ PDF Fifing. pdf 4248 KB 5

SAVE DR QUESTION CLOSE

o User will be able to either click on
o Save but not Submit Button
o Submit Button
o Back Button to be navigated to previous screen

o On Submit a message will be displayed:
o e.g., Data Request Set EXM-018 with 2 question(s)
submitted
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Step | Action

11. a To submit a previously saved DR Question, click on Edit Icon
Create/Update DR Sets Screen will be displayed
Click on Submit Button

o On Submit a message will be displayed:

o e.g., Data Request Set EXM-019 with 2 question(s)
submitted

3.5.2 Create/Save/Submit Responses

Objective:

+ Manage Data Request Responses

Step | Action

1. | From the Home Page - Click on Data Requests/Responses >
Create/Save/Submit Response on the access menu list

2. | Case Search will be displayed
a Enter Case Number in Text Box
o Click on GO Button to display specified Case File.
;f(asRe_r does not know case number:
a Click on Search Button, enter known search criteria
a Click on Search Button

o Search result will display all cases matching entered parameters

o Click on Case Number hyperlink to be navigated to the Case File
Screen for the specified case.

User Documentation Page 58 of 91



f o | o= =

User Documentation

Step | Action

3. | DR Question Listing will be displayed with the following

o D
= 12103
REQUEST FOR aPPROYAL ANNUAL Toceuma

[ e y se [ vew oy auestan

enQuesont Questontex: pesrgion FS— ousate | 2| o
pE— JR— [E— o s pEm— e
— — - - [ ovene vescenpae s

veromee

—— R J—— A [E— - [Py —
:

0 DR Question ID

0 Question Text

o Description

o Propounded Upon
o Due Date

o Status

o View Complete DR hyperlink

Date Requested: 5/10/2012

prinorazaran | sace |

o Draft Response (Red check mark if drafted)

a Respond hyperlink

Save/Submit DR Response.

~ATTACH CONFIDENTIAL/NON-COF IDENTIAL DOCUMENT

Reviewed By [ [——

SaveoResroNse Subta R AESeonSE
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Enter DR Response Screen will be displayed

Create/Update DR Set.

* Case Parties/Participants:

* Others:

[Elcantact
[ enter Cantact Inf:

Enter Data Request Response Information

User can include an attachment by clicking on Click on Attach
Confidential/Non-Confidential Information Button

O See Steps 8,9 and 10 for Attachment Details

3.5.3 View/Search DRs

Authorized Users will be able to Search/View Data Request Questions and Responses with
security measures in place.

Searching /Viewing of Confidential DR Question or DR Response attachments will be controlled
by Protective Orders.

Objective:

< Search and View

Step | Action

1. | From the Home Page - Click on Data Requests/Responses >

View/Search on the access menu list

Search DR Questions and Responses Screen

o Enter known search criteria and click on Search Button
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Step | Action

0 User will also be able to Full Text Search Questions, Responses and
Attachments

Search DR Questions and Responses

| searci | sencrsesncnesunrs | reser | mace |

Caselo ] Question D

F—— ] ———

[ [
[ [
Respanse submitrea iy [ ] Respanse Revieweasy [ ]
[ [
[ [

Date of Response From 5 To 12
(Valid Farmat : DD/MM/YYYY) (Valid Farmat : DD/MM/YYYY)
Date of DR Set Submitted From 53 To [
Valid Farmat : DD/MM/YYYPY) Valid Farmat : DD/MM/YYYY)
status

= erdue

Text [ ] Searcn Options seaa -]
Including Atcachmants.

=TT T T T

3 Search Results will be displayed in a grid at the bottom of the screen
' o Click on View to display contents of item in grid

a Following functionality is available:
o Print Q & R Pair Button

o Print Search Results Button

Case Number DR Question 1D Respanse Text

201201838 orE-001-001

e o | e
T T W

3.6 Manage Favorites

External Registered Users will be able to customize their Home Page with personalized,
easy to access search results. These favorites can be added, updated and deleted as
needed by the logged in user.

Objective:
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+ Manage Favorites

Step | Action

1. | From the Home Page -2, Click on Manage Favorites on the access menu
list

0 Manage Favorites Screen will be displayed listing all of the logged in
External Registered User’s favorites. Grid will list the following

Favorite Title

Search criteria

View hyperlink to view search results

Update hyperlink to modify existing search criteria
Delete hyperlink to remove favorite from list

O O O O O

Manage Favorites
ADD NEW FAVORITE SEARCH

> MyVery Favorite Elec Search »  AllElectric Rulemakings
Search Criteria: (Case) Utility Type: Electric Search Criteria: (Case) Utility Type: Electric; Case Type: REQUEST FOR APPROVAL; Period of time:
30Days
View Update Delete
View Update Delete

ADD NEW FAVORITE SEARCH

3.6.1 Add New Favorites
Objective:

«» Add New Favorites
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Action

From the Manage Favorites Screen
o Click on Add New Favorites Search Button

o Enter know search criteria and click on Preview Button

Add New Favorite Search

[_rrcvicn |

Cases{® | Documents

Case Number:

Utility Type Select - Utility Subtype: Select -
Case Type: select - Case Subtype: Selact -

Utility/Company Name

Add |Remove

Define Period of Time: Select - ‘

* Favorite Name [
Characters remaining: 100

I

a Pop-up window will display an example of the search result.

CLOSE

| Search Criteria Selected: Utility Type: Electric; Case Type: COMPLAINT |

Search Result - 13 Found

Start Indust Indust
Caselo. | CaseType | CaseSubType |Status| oo CaseTitle oLy | noueny
Date Type SubType
2012-01690 COMPLAINT | 10-PERSON open 517/2012 | 10-PERSON COMPLAINT - pertaining to: AVERY HYDRO, BEAVER Electric RFE Eligible
COMFLAINT RIDGE WIND, LLC.
2012-016582 COMFLAINT | 10-FERSON Open 5/17/2012 | 10-FERSON COMPLAINT - perta ini 'I'g to: BORALEX FORT FAIRFIELD | Electric RFSE gb &
COMPLAINT LP,CANANDAIGUA POWER PARNTERS I, LLC.
2013-01682 COMPLAINT | 10-PERSON Open 5/0/2012 | 10-PERSCOMN COMPLAINT - perta in 'I'gtD: AVERY HYDRO, BEAVER Electric RPEE gb =3
COMPLAINT RICGE WIND, LLC.

0 Click Close Button to close pop-up window
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3. | If user is satisfied with result, continue with the following steps

a Determine timeline for report generation. Do you want to see results for
the past 5 days, 10 days or 30 days? Select choice from Define Period
of Time drop down list

a Enter Favorite Name in textbox

o Click on Save Button

o Confirmation Message will be displayed

o Click on Home Icon '~ at the top right-hand corner of the screen to be
navigated to the Home Page.

o New Favorite will be posted on the Home Page - My Favorite
Searches Section

This s will rarturs & it of Sodurmasts thart Farve Sass Slad Vidm Tl G O ] Pt 1405 B £ B R TR, Rl B 1761 by
with tha Comminaion o ausd by tha Commiasion i casan Th e -

Lz e Doamama s O b b i

Tral b P el (i bl OF B AL L EMEE P il Dt Vi
il By Voo =i b, | b Ol i, M, B lesgi, i

Fira wnde o Pubde Wnboaa Commaan
Lk mrm ot [1Y7 - 24 7P 47 | 7 L’ R 10 vhit TR CH R Maane

Ll T TS PRRERTY SR P WView

3.6.2 Update Favorites
Objective:

+ Update Favorites
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1. | From the Manage Favorites Screen

o Click on Update hyperlink for one of the displayed favorites
0 Details will be displayed in editable format.
o Enter changes and click on Update Button

T T
\

Casa Number:

Utility Type: Electric - Utility Subtype: Select
CasaType - Case Subtype Select -
Utility/Company Name

Add | Remove

‘Daﬁne Period of Time: Select

+ Favorite Name: |MyVEryFaantE Elec Search
Characters remaining: 72

[_reeview ] ueosre ] oo |

3.6.3 Delete Favorites
Objective:

< Delete Favorites
Step | Action

1. | From the Manage Favorites Screen

0 Click on Delete hyperlink for one of the displayed favorites

o Click OK Button to Delete; otherwise, click Cancel Button

:I Are you sure you want to delete favorite 'My Very Favorite Elec Search'?

Ok ] [ Cancel

3.7 Manage Subscription

User Documentation Page 65 of 91



f o | o= =

User Documentation

External Registered Users will be able to Manage Subscriptions to New Cases and Notification
Lists for Cases before the Commission. Subscriptions can be added, updated and removed as
needed by the logged in user.

Objective:

«» Manage Subscriptions

Step | Action

1. | From the Home Page->, Click on Manage Subscriptions on the access
menu list. Manage Subscriptions Screen will be displayed with two sections

New Cases Section with the following
O Statement is posted above the grid which reads:

When you subscribe to New Cases, email notifications will be sent to your
registered email address when the Commission opens a new case
meeting your selected criteria.

UNSUBSCRIBE FROM NEW CASES | ADD NEW CASE SUBSCRIPTION ‘

When you subscribe to New Cases, email notifications will be sent to your registered email address when the Commission opens a
new case meeting your selected criteria..

To unsubscribe, check box and click Unsubscribe from New Cases Button.

Utility Type Utility Subtype Case Type Case Subtype Company

Gas Local Distribution COMMISSION KENNEBEC VALLEY NATURAL GAS Update
Companies (LDCs) INITIATED

2. | Grid includes the following

a Checkbox — when selected user can click on Unsubscribe from New Case
Button to cease getting an email notification for New Case specified by
subscription

o Utility Type

o Utility Subtype

o Case Type

o Case Subtype

a Company

a Update hyperlink

3. | Notification Lists Section

o Statement is posted above the grid which reads:
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** To be included on a Notification List is not the same as requesting
Active Party Status. The standards for Active Party Status are set forth in
Rule 4.3(c) of the Commission's Rules of Procedure.

When you subscribe to a Notification List for a case, an email notification
will be sent to you when a filing or Commission issuance is entered in the
case. Subscribers can receive various types of documents, i.e.,
Commission Issuances (usually Orders), Filings, and/or Data Requests.

4. | Grid will contain the following

o Checkbox — To unsubscribe, select checkbox and click Unsubscribe from
Notification Lists Button

a Case Number

a Case Title

a Commission Issuances Only
a Filings Only

o Data Requests Only

a Company

a Update hyperlink

3.7.1 Add New Case Subscription
Objective:

+» Add New Case Subscription
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Step | Action

1. | From the Manage Subscriptions Screen
o Click on Subscribe to New Case Button

a Enter criteria for subscription and click on Subscribe Button

SUBSCRIBE

Utility Type: Select - Utility Sub Type: Select -

Company Name: .
Add| Remove Case Type: Select

Case Subtype: Select -

3.7.2 Update New Case Subscriptions
Objective:

s Update New Case Subscriptions
Step | Action

1. | From the Manage Subscriptions Screen

a Click on Update hyperlink to edit New Case Subscription details

o Click Update Button to save changes

Utility Type: Gas - Utility Sub Type: Local Distribution Companies { ~
Company Name:

pany KENNEBEC VALLEY NATURALGAS | cqe Type: COMMISSION INITIATED -
Add| Remove
Case Subtype: Select -
| uppaTE |

3.7.3 Unsubscribe from New Cases
Objective:

% Unsubscribe from New Cases

User Documentation Page 68 of 91



User Documentation

f o | o= =

Step | Action

1. | From the Manage Subscription Screen
0 Select Checkbox for the New Case you want to discontinue
o Click on Unsubscribe from New Cases Button

O Subscription will be removed from grid

3.7.4 Add Case Notification List Subscription
Objective:

+» Add Case Natification List Subscription

Step | Action

1. | From the Manage Subscriptions Screen

o Click on Subscribe to Case Notification List Button

on Subscribe Screen

COMPANY,

0 Select applicable Checkboxes for subscription
o Commission Issuances Only
o Filings Only
o Data Requests Only

SUBSCRIBE

Case Number: GO

I icommission Issuances Only
I Filings Only
| pata Requests Only

|  SUBSCRIBE

o Click on Subscribe Button to save

o Enter Case Number and click GO Button — Case Title will be displayed

Case Title: REQUEST FOR APPROVAL, ANNUAL PRICE CHANGE PERTAINING TO CENTRAL MAINE POWER
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3.7.5 Update Case Notification List Subscription

Objective:

«» Update Case Notification List Subscription

Step | Action
1. | From the Manage Subscriptions Screen

o Click on Update hyperlink for one of the displayed subscriptions

o Details will be displayed in editable format. Enter changes and click on
Update Button

Case Number:
REQUEST FOR APPROVAL, MONTHLY COST OF GAS FILINGS pertaining to - NORTHERN UTILITIES, INC.
D/B/A UNITIL.

Case Title:

Commission Issuances Only

FiIings Only
Data Requests Only

| upDATE |

3.7.6 Unsubscribe from Case Notification List
Objective:

% Unsubscribe from Case Notification List

Step | Action
1. | From the Manage Subscription Screen

o Select Checkbox for the subscription you want to discontinue
o Click on Unsubscribe from Notification List Button

a Subscription will be removed from grid

3.8 Project/Report Files

Reports/Projects are a collection of documents that are stored in the CMS application as a
matter of convenience. Reports/Projects will be submitted and monitored in the application
based on tracking numbers and report/project types. The Report/Project related
submissions will include the set of activities for filing the reports/projects online.
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The security status of the Reports/Projects Types will be predetermined and flagged as
either public or confidential by the Clerk of the Commission as well as assighed Staff.

3.8.1 Submit Project/Report
«» Submit Project/Report

Step | Action

1. | From the Home Page
a Click on Project/Report Files from the Access Menu

o From the Submenu, click on Submit Project/Report

2. 0 Enter Required Information and click on Attach Document Button
to attach document

o Click on Submit Button

utility/industry Type: select - utility/industry Subtype:

Utility/Company Names: Select Filing By Staff:

*Report/Project Type: Select v Report/Project Year: [

Comments: * Title Of Filing:

Characters remaining: 250 Characters remaining: 250
[ suonar_|

3. | On Submit the following will occur

a Tracking number will be generated (format LLLL-YYYY-#####, where
LLLL is the unique 4-digit code designated for the Report/Project
Type).

o Email notifications of project/report filing will be sent to Assigned Staff
and Clerk of the Commission per workflow business rules

o Submission will be available on the Public and External Registered
User websites unless the Report/Project has been flagged as
confidential by the Clerk of the Commission.

o If flagged as confidential, the submission will only be available for
viewing by the submitter, the Commissioners, Clerk of the
Commission and the staff assigned to the Report/Project
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3.8.2 Supplement Project/Report
Objective:

« Supplement Project/Report

Step | Action

1. | From the Home Page
a Click on Project/Report Files from the Access Menu

o From the Submenu, click on Supplement Project/Report

2. o Enter Tracking Number in the Project/Report Search Screen
Report/Project Search

[“somen oo ]

Report/Project Search

* Tracking Number: | | =

e.g. format (##AR(AZ)YYYY-H#4(0-9))

EXTH I
a Click on GO Button
-OR -
If user does not know tracking number:
a Click on Search Button, enter known search criteria
a Click on Search Button

o Search result will display all Projects/Reports matching entered
parameters

0 Note Tracking Number and go the Step 1 to continue
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o Project/Report Supplemental Submission Screen will display

o Tracking Number, Report/Project Type and Report/Project
Year

o Report/Project details will be displayed in next section

0 Enter Required Information in the Supplemental Submission
Section

Report/Project Supplemental Submission
T =

- Previously-Submitted Document

Tracking Number: AR91-2012-00661 Report/Project Type: E-911 ANNUAL REPORTS
Report/Project Year: 2012

E911 Section Detail
Parent Company Name: fairpoint communications formerly verizon D/B/A Name:

Federal ID Number: NENA ID:

24/7 Trouble Number: 1-800-555-5555 ALl Data Provider:

- supplemental Submission Section
utility/industry Type: select - utility/Industry Subtype: select
Utility/Company Names: Select Filing By Staff:

Comments: * Title Of Filing:

Characters remaining: 250

Characters remaining: 250

- Document Detail Section
ATTACH DOCUMENT
[ suour_|

o Click on Attach Document Button to attach document

o Click on Submit Button

On Submit the following will occur
a Submission will be appended to the existing Project/Report file.

o Email notifications of project/report filing will be sent to Assigned Staff
and Clerk of the Commission per workflow business rules

0 Submission will be available on the Public and External Registered
User websites unless the Report/Project has been flagged as
confidential by the Clerk of the Commission.

o If flagged as confidential, the submission will only be available for
viewing by the submitter, the Commissioners, Clerk of the
Commission and the staff assigned to the Report/Project
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3.8.3 View/Search
Objective:

0,
°

View Search Project/Report

Step | Action

1. | From the Home Page

a Click on Project/Report Files from the Access Menu

o From the Submenu, click on View/Search

2. | Report/Project Submission Search Screen will be displayed

Report/Project Submission Search

N T T

- Report/Project Submission Search

Tracking Number:

Report/Project Year:

Submission Date From:

e.g. format (ANRI-2011-00047)

Report/Project Type:

Utility/Company:
Add | Remove

Submission Date To:

Select

(valid Format : MM/DD/YYYY)

(Valid Format : MM/DD/YYYY)

EZTE I BT

o Enter known search criteria and click on Click on Search Button

- Report/Project Submission Search

o Search Result grid will be displayed at the bottom of the screen

o Tracking Number

o Report/Project Type

o Utility Company Name
o Report/Project Year

o Title of Filing

o Submission Date

Tracking Number:
e.g. format (ANRI-2011-00047)

Report/Project Year:

Submission Date From:
(valid Format : MM/DD/YYYY)

[po12

&

Report/Project Type:
Utility/Company:
Add | Remove

Submission Date To:
(valid Format : MM/DD/YYYY)

Select

N

5]

- Report/Project Search Result

Tracking Number Report/Project Type Utility Company Name Report/Project Year Title Of Filing Submission Date
AR91-2012-00661 E-911 ANNUAL REPORTS NORTHERN UTILITIES, INC. 2012 Please let Nancy know ifyou  |5/3/2012
D/B/AUNITIL receive an email notification
of this filing
AR91-2012-00661 E-911 ANNUAL REPORTS 123 Company 2012 Please let Nancy know if you 5/3/2012

receive an email notification
of this filing
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a Clicking on Tracking Number hyperlink will display
o Submission details

o Attached Document(s) details

o Click on File Name hyperlink to view attachment

- Report/Project Submission Search

Tracking Number:

AR91-2012-00668 Report/Project Type: E-911 ANNUAL REPORTS
Submission Detail

Submission Date Utility/Company Name Title Of Filing
5/3/2012 CHINA TELEPHONE COMPANY

testflng
Attached Document Detail

Item No.

Filename
1

3.9 Tariff File

Submitter should be able to establish a New Tariff Book, submit New Rate/Term in an Existing
Book, and submit Revision to Rate/Term, Submit Complete Set of Rates/Terms and View Tariff.
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3.9.1 Revise Tariff

Objective:

«» Submit Tariff Revision

Step

Action

1.

o From the Home Page
o Click on Tariff File from the Access Menu

o From the Submenu, click on Revise Tariff

o Submit Revision To Rate/Section Screen will be displayed

= Utility/industry Type : Select - * Utility/industry Subtype: Select

= Pertaining To Utility : select - * Filed By : [ | search contact

= Effective Date : I }
(Valid Format : MM/DD/YYYY) * Reference Case No. : [

Explanation Of Filing :

Characters remaining: 250

- Revision To Rate/Section Section

* Tariff Type : Select - * Rate Name : select
* Section Number : Select * Reference Case No. : [ ]
* Explanation Of Tariff Change : Rate/Section Description :

Characters remaining: 250 Characters remaining: 250

* Effective Date ]

(Valid Format : MM/DD/YYYY)
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User will be required to provide data in required ( *) fields in the following

sections:

Submit Revision To Rate/Section

o

Revision to Rate/Section

o

Utility/Industry Type (drop down list)
Utility/Industry Subtype (drop down list)

Pertaining to Utility (drop down list)

Filed By (with lookup for Search Contact hyperlink)
Effective Date (with calendar icon)

Reference Case Number

Explanation of Filing (multiline text box)

Tariff Type (drop down list)

Rate Name (Drop Down) (When Tariff Type is Rate ;
Section Number disabled and vice versa)

Section Number (Drop Down)
Reference Case No. (text box)
Explanation of Tariff Change
Rate/Section Description

Effective Date (with calendar icon)

To include tariff document, click on Attach Document(s)
Button

Click on Add Tariff Button (after attaching Rate Tariff
user can click on button to append additional section for
the Tariff)

Back, Submit and Reset Buttons
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4, 0 When External Register User logs into the application, the system
should be able to identify which company (is) they should be able to
submit tariff filings on behalf of

o On the selection of the Utility/Industry Company, if Type is “Rate,” the
Rate drop down list should be auto populated with the rates available
in the tariff book for the selected Company

o If Typeis “Term,” the Section drop down list should be auto populated
with the Section(s) available in the tariff book for the selected
Company

a User will be able to add more than one attachment(s) when filing a
Revision to Rate/Section in Existing Book

o Filer will be required to submit tariff attachment as a PDF (Image on
Text) document.

5. o On successful submit, a Tariff confirmation message will be displayed

a Tariff Tracking Number will be generated (format TAR-YYYY -####,
where LLL is the unigue 3-digit code designated for Tariff
Submissions)

o Tariff submission will be routed to the Inbox = Tariff Queue of the
Clerk of the Commission for processing

a Email notification confirming receipt of successful tariff submission will
be sent to the Clerk of the Commission and the Submitter of the tariff

3.9.2 Submit Complete Set of Rates/Terms
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Objective:

« Submit Complete Set of Rates/Terms

Step

Action

1.

o From the Home Page
o Click on Tariff File from the Access Menu

o From the Submenu, click on Submit Complete Set of Rates/Terms

o Submit Complete Set of Rates/Terms will be displayed

- Complete Set Of Rates/Sections

= Utility/industry Type : Select - * Utility/Industry Subtype : Select

= Pertaining To Utility : select - * Filed By : [ | search contact
* Effective Date : I

(Valid Format : MM/DD/YYYY)

* Reference Case No. : [

Explanation Of Filing :

Characters remaining: 250

- New Rate/Section Section
* Tariff Type : Select - * Rate Name : Select
* Section Number : Select

* Reference Case No. : [ J

* Explanation Of Tariff Change : Rate/Section Description :

characters remaining: 250

= Effective Date : . =®
(Valid Format : MM/DD/YYYY)

Characters remaining: 250

ATTACH DOCUMENT(S) ADD TARIFF

[Croc | soor | veser |
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User will be required to provide data in required ( * ) fields in the following
sections:

Complete Set of Rates/Sections
o Utility/Industry Type (drop down list)

o Utility/Industry Subtype (drop down list)

o Pertaining to Utility (drop down list)

o Filed By (with lookup for Search Contact hyperlink)
o Effective Date (with calendar icon)

o Reference Case Number

o Explanation of Filing (multiline text box)

New to Rate/Section
o Tariff Type (drop down list)

o Rate Name (Drop Down) (when Tariff Type is Rate ;
Section Number disabled and vice versa)

o Section Number (Drop Down)

o Reference Case No. (text box)

o Explanation of Tariff Change

o Rate/Section Description

o Effective Date (with calendar icon)

o Toinclude tariff document, click on Attach Document(s)
Button

o Click on Add Tariff Button (after attaching Rate Tariff user
can click on button to append additional section for the
Tariff)

o Click on Submit Button

o Back, Submit and Reset Buttons

User Documentation Page 80 of 91



f o | o= =

User Documentation

When External Register User logs into the application, the system
should be able to identify which company (is) they should be able to
submit tariff filings on behalf of

Submitter should be required to select Tariff Type: Rate or Term from
mandatory drop down list.

Filer will be required to submit tariff attachment as a PDF (Image on
Text) document.

On successful submit, a Tariff confirmation message will be displayed

Tariff Tracking Number will be generated (format TAR-YYYY-####,
where LLL is the unigue 3-digit code designated for Tariff
Submissions)

Tariff submission will be routed to the Inbox - Tariff Queue of the
Clerk of the Commission for processing

Email notification confirming receipt of successful tariff submission will
be sent to the Clerk of the Commission and the Submitter of the tariff
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3.9.3 Submit New Rates/Terms

Objective:

0,
°

Submit New Rate or Section in Existing Tariff Book

Step

Action

1.

o From the Home Page
o Click on Tariff File from the Access Menu

o From the Submenu, click on Submit New Rate/Term

0 New Rate or Section in Existing Book Screen will be displayed

- New Rate Or Section In Existing Book
* utility/Industry Type : select - * utility/industry Subtype : select -

* Pertaining to Utility : select

- * Filed By : [

\Sear:h Contact
* Effective Date :

(valid Format : MM/DD/YYYY) I:lﬂ

Explanation of Filing :

* Reference Case No. : [

Characters remaining: 250

- New Rate/Section
* Tariff Type : select - * Rate Name :

* Section Number :

* Reference Case No : [

* Explanation of Tariff Change : Rate/Section Description :

Characters remaining: 250

Characters remaining: 250
* Effective Date :

[
(valid Format : MM/DD/YYYY)

ATTACH DOCUMENT(S) ADD TARIFF
T T
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User will be required to provide data in required ( * ) fields in the following
sections:

New Rate or Section in Existing Tariff Book
o Utility/Industry Type (drop down list)

o Utility/Industry Subtype (drop down list)

o Pertaining to Utility (drop down list)

o Filed By (with lookup for Search Contact hyperlink)
o Effective Date (with calendar icon)

o Reference Case Number

o Explanation of Filing (multiline text box)

New Rate/Section
o Tariff Type (drop down list)

o Rate Name (text box) (When Tariff Type is Rate ; Section
Number disabled and vice versa)

o Section Number (text box)

o Reference Case No. (text box)

o Explanation of Tariff Change

o Rate/Section Description

o Effective Date (with calendar icon)

o Toinclude Tariff document, click on Attach Document(s)
Button

o Click on Add Tariff Button (after attaching Rate Tariff user
can click on button to append additional section for the
Tariff)

o Click on Submit Button

o Back, Submit and Reset Buttons
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4, o Entry of each Rate/Section should be unique combination of tariff type
and rate/section. User will be able add only one tariff for the same
combination of Tariff Type/Rate/Section values.

o On unsuccessful submission, submitter will receive a message that
validation failed and the submission will not be submitted in the
system.

o Tariff submission will not be routed to the Clerk of Commission’s Tariff
Queue.

5. o On successful submit, a Tariff confirmation message will be displayed

a Tariff Tracking Number will be generated (format TAR-YYYY -####,
where LLL is the unigue 3-digit code designated for Tariff
Submissions)

a Tariff submission will be routed to the Inbox = Tariff Queue of the
Clerk of the Commission for processing

o Email notification confirming receipt of successful tariff submission will
be sent to the Clerk of the Commission and the Submitter of the tariff

3.9.4 Submit New Tariff Book
Objective:

% Submit New Tariff Book

Step | Action

1 o From the Home Page

o Click on Tariff File from the Access Menu

o From the Submenu, click on Submit New Tariff Book
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o Establish New Tariff Book Screen will be displayed

* utility/industry Type : Select - * utility/Industry Subtype : Select
* Pertaining to Utility : Select - * Filed By : [
* Effective Date :

(Valid Format : MM/DD/YYYY) =

Explanation of Filing :

| search contact

* Reference Case No. : [

Characters remaining: 250

- New Rate/Section
* Tariff Type : Select

- * Rate Name :

* section Number :

* Reference Case No. : [
* Explanation of Tariff Change :

Rate/Section Dascription :

Characters remaining: 250
* Effective Date :

Characters remaining: 250
(valid Format : MM/DD/YYYY) I:lﬂ
[omo [ oo ] o |
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User will be required to provide data in required ( * ) fields in the following
sections:

New Tariff Book
o Utility/Industry Type (drop down list)

o Utility/Industry Subtype (drop down list)

o Pertaining to Utility (drop down list)

o Filed By (with lookup for Search Contact hyperlink)
o Effective Date (with calendar icon)

o Reference Case Number

o Explanation of Filing (multiline text box)

New Rate/Section
o Tariff Type (drop down list)

o Rate Name (text box) (When Tariff Type is Rate ; Section
Number disabled and vice versa)

o Section Number (text box)

o Reference Case No. (text box)

o Explanation of Tariff Change

o Rate/Section Description

o Effective Date (with calendar icon)

o Toinclude tariff document, click on Attach Document(s)
Button

o Click on Add Tariff Button (after attaching Rate Tariff user
can click on button to append additional section for the
Tariff)

o Click on Submit Button

o Back, Submit and Reset Buttons are displayed on the
bottom of the screen
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4, o If user attempts to submit a tariff book which already exists, a
message will be displayed to the Submitter

o “Tariff Book has already been established for the
selected Utility Company. To make revision in existing
book or add new Rate/Section, please select the
appropriate Tariff Revision Screens.”

a Filer will be required to submit tariff attachment as a
PDF (Image on Text) document.

5. o On submit, a Tariff confirmation message will be displayed

a Tariff Tracking Number will be generated (format TAR-YYYY -####,
where LLL is the unigue 3-digit code designated for Tariff
Submissions)

a Tariff submission will be routed to the Inbox = Tariff Queue of the
Clerk of the Commission for processing

o Email notification confirming receipt of successful tariff submission will
be sent to the Clerk of the Commission and the Submitter of the tariff

3.9.5 View/Search
Objective:

+ View Rate/Term in Existing Tariff Book

Step | Action

1. o From the Home Page
0 Click on Tariff File from the Access Menu

o From the Submenu, click on View/Search
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2. | View Tariff Screen will display

Search By: Utilit\;I Rate!Section
Utility/Industry Type : Select
Status : Currently Effective
Tariff Type : Select
Description :
Characters remaining: 250

- Utility/Industry Subtype : Select -

- * Pertaining to Utility : Select -
Rate/Section sel

M Name/Mumber: elect M

o Click respective Radio Button to search by Utility Type or
Rate/Section

o Enter search criteria and click on View Button

Search By: Utilit\f R ate/Section
Utility/Industry Type - Select - Utility/Industry Subtype : Select -
Status - Currently Effective - * Pertaining to Utility : BANGOR HYDRO-ELECTRIC COMPAR -
) . Rate/Section
Tariff Type : Select - Name/Number: Select b
Description :
Characters remaining: 250
Tariff Type Rate/Section Name/Number Description Last Revised Date Cancelled Date

Rate new rate this is the new rate | want 3/14/2012

Rate rate 2b 3/10/2012

Term sectionla termtest 2/6/2012

Term Term 1b addingterm 1b 3/20/2012

PerPagel:I m lofl GoTo 1~

o Search results will get displayed. Click on Rate/Section Number
hyperlink to view the associated metadata (details) and documents

3.10 Update Contact Information

External Registered Users will be empowered to keep their contact information up-to-date. In
addition to keeping their contact information current, External Registered will also need to keep
their “Representing Company/Organization” list updated as this information will be used for
populating pick lists when submitting a New Case and/or Filing in a case.

Objective:

®

+ Update Contact Information
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Step

Action

From the Home Page -, Click on Update Contact List on the access menu

list

0 Update Contact Information Screen will be displayed in edit mode

Contact Information 3

UPDATE RESET PASSWORD

*First Name:
Middle Name

=Last Nama:

Suffis:

Company:

*Mailing Address:
Mailing Address Contd:
*City:

*State:

=Zip Code:

Phone Na:

Fax Na:

* Email 1d:
Represanting

Company/Crganization: Add
| Remave

[ken

[Farber

Select

[eentral maine power, EMEC

[edittest

[astport

MAINE

[pz282-

l ] Extn[

|paulzjeyri1@gmait.com

CENTRAL MAINE POWER COMPANY
CMP GROUP, INC.
EASTERN MAINE ELECTRIC CO-OP, INC

UPDATE RESET PASSWORD
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Step | Action
3. | Review Representing Company/Organization details
0 To update list, click on Add hyperlink
a Search for Representing Utility/Company
0 Select Checkbox associated with Utility/Company that needs to be
added to logged in users Representing list
a Click on Select Button
o Click on Update Button to save updated contacts
Search Criteria
Utility/Industry Type: salect - Utility/Industry Salect -
Subtype:
Utility/Company | | utility/Company |
Name: Code:
. Utility/Industry
Company Name Company Code utility/Industry Type Subtype
1 800 CONNECT, INC. Communications Service Providers
Lleaﬁ RECONEX, INC. B/8/A Communications CLECs and IXCs
123 Company Communications CLECs
1COM, INC. Communications CLECs and IXCs
4. | To remove a Representing Company/Organization

o Highlight Representing Name and click on Remove hyperlink

Representing CENTRAL MAINE POVWER COMPANY
Company/Crganization: Add CMFP GROUF, INC.

| Remove EASTERN MAIME ELECTRIC CO-OF, INC
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Step

Action

To Change Password
a Click on Reset Password Button
a Enter Old Password
a Enter New Password
a Enter Confirm New Password

o Click on Submit Button

Reset Password

=01d Password: | |

= New Password: | |

=Confirm New Password: | |

SUBMIT CLOSE

Click on Update Button to save changes

These updates will be reflected throughout the application on all Notification
Lists, Active Party Lists, Master Mailing Lists, etc. to which the logged in user
has subscribed.
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